STATE OF MARYLAND

DEPARTMENT OF BUDGET AND MANAGEMENT

DI VI SI ON ( AGENCY) : CENTRAL COLLECTION UNI'T

ADDRESS: 300 West Preston Street, Room 503
Baltinore, Maryland 21201

| SSUE DATE: July 18, 2000

SOLI CI TATI ON NO. : 2001-001

I NVI TATI ON FOR BI DS

Bi dders are invited to subnmit bids in conformance with the requirenents
established by the specifications herein

PART | - BI D I NFORVATI ON

1.1 Subj ect of Bid

This Invitation for Bids (IFB) invites individuals or firms to submt bids
to the Maryland Departnment of Budget and Managenent/Central Collection Unit
(DBM CCU), a principal departnent of the State of Miryland (State),
substantiating in detail their qualifications and capabilities to provide Process
Service for a termof three years.

1.2 Term

The term of the contract will be three years, August 25, 2000 to August
24, 2003.

.3 I ssuing Ofice and Procurenent Oficer

The sol e point of contact in the State for the purpose of
this IFB is the Procurement Officer at the Issuing Ofice as follows:

Name: John E. Hand
Title: Admi ni strator, Central Collection Unit
Agency: Depart ment of Budget and Managenent



Locati on: 300 West Preston Street, Room 503
Balti nore, Maryland 21201

Tel ephone: (410) 767-1204

| .4 Pre-Bi d Conference

A pre-bid conference wll not be held in conjunction wth this
solicitation.

.5 Questi ons

a. Al conmmunications regarding this solicitation are to be nade solely
t hrough the Procurenment O ficer.

b. Al questions, either verbal or witten, should be submtted in a

timely
manner . In the case of questions not received in a tinely manner, the
Procurenment Officer shall, based on the availability of his tine to research and

conmuni cate an answer, deci de whet her he can answer an untinely subnmitted
guestion before the proposal due date.

c. A summary of both questions and answers will be sent to all prospective
bi dders who were sent or who obtained this |IFB through DBM CCU or who are known
to the Procurenment Officer to have obtained the bidding docunents. Anyone
receiving this IFB froma source other than DBM CCU should pronptly notify the
Procurenment O ficer. Questions should be directed to the Procurenment O ficer.

|.6 Subm ssi on Deadl i ne

The bid docunents as required under Part IV of this Invitation for Bids are
to be submitted in a sealed envel ope captioned "SERVICE OF PROCESS - BID
ENCLOSED'. This subm ssion nust be received by the Procurenent O ficer at the
Issuing Ofice by 12 NOON Eastern Standard Tinme on August 8, 2000 . Requests
for extensions of this date or tine will not be granted. Except as permtted by
COVAR 21.05.02.10, any late bid, late request for nodification, or |ate request
for withdrawal wll not be considered. It is recormended that bids be hand
delivered to the Issuing Ofice. Bi dders mmiling their bids should allow
sufficient mail and internal delivery tine to ensure receipt of their bids at the
I ssuing OFfice prior to the established closing date and tinme. Bids may not be
subm tted via fax machine.

|.7 Preparation of Bid Price Form

Do not alter or change any wording on the Bid Price Form (Attachment D).
The original and one (I) copy of the Bid Price Formshall be subnmitted. Bids
shal | be typewitten or witten legibly in ink. Al erasures shall be initialed
inink by the signer. Al bids shall be signed in ink by a person authorized to
bi nd the bidder.



.8 Preparati on of Contract

Al'l prospective bidders shall return a signed, filled out copy of the
Procurement Contract (Attachment A) with their bid. Any bid returned without a
signed, filled out contract shall be deened to be non-responsive.

1.9 I ncurred Expenses

DBM CCU and the State are not responsible for any expenses which may be
i ncurred by bidders in preparing and submitting bids in response to this |IFB

| .10 Duration of Bids

Bid prices are irrevocable for a period of ninety (90) days follow ng bid
openi ng.

1.11 Bidder's Affidavits

Each bidder shall complete and submit with the bid, an original and one
(1) copy of signed BID Proposal Affidavit (Attachnment B) and an original and one
(1) copy of the Contract Affidavit (Attachment C). See paragraph 4.1.

1.12 Mnority Business Enterprise Notification

Mnority business enterprises are encouraged to respond to this
solicitation notice. M nority business enterprise vendors are encouraged to
obtain certification from the Mryland Department of Transportation. All
guestions related to certification should be directed to:

MD Departnment of Transportation

O fice of Mnority Business Enterprise
P. 0. Box 8755

Bal ti nor e/ Washi ngton I nternational Airport
Baltinore, MD 21240-0755

Tel ephone: (410) 865-1244

If the bidder is a certified mnority contractor, the certification nunber
shoul d be entered on the bid price form

1.13 Procurenent Regul ations

This IFB and any contract entered into as a result thereof, shall be
governed by the State Procurenent Law, codified in State Finance and Procurenent
Article of the Annotated Code of Maryland and in COVAR, Title 21, as anended

1.14 Revisions to | FB

If it becomes necessary to revise any part of this Invitation for Bids,
anmendnents will be provided to all prospective bidders that were sent this
Invitation for Bids or otherw se are known by the Procurenent Officer to have
obtained this IFB



1.15 Cancellation of IFB; Rejection of Al Bids

DBM CCU reserves the right to cancel this IFB in whole or in part or may
reject all bids or may accept or reject, in whole or in part, any bid submtted
in response whenever this action is determned to be fiscally advantageous to the
State or otherwise in its best interests.

1.16 Acceptance of Terns and Conditions

By submitting a bid in response to this IFB, the bidder shall be deemed to
have accepted the ternms and conditions set forth in the IFB and in the contract
formincluded as Attachment A of this IFB

1.17 Access to Public Information Act Notice

A bidder should give specific attention to the identification of those
portions of its bid subm ssions that it considers confidential, proprietary
commercial information or trade secrets, and provide justification why such
materi al s, upon request, should not be disclosed by the State under the Access
to Public Records Act, State CGovernment Article, Title 10, Subtitle 6, Annotated
Code of Maryl and.

1.18 Conpliance Wth Law Arrearages

By submitting a bid in response to this IFB, the bidder, if selected for
award, agrees that it wll conply with all Federal, State and Local |aws
applicable to its activities and obligations under the contract.

By submitting a bid in response to this IFB, the bidder shall be deemed to
represent that it is not in arrears in the paynent of any obligation due and
owi ng the State of Maryland or any departnent or unit thereof, including but not
l[imted to the paynent of taxes and enpl oyee benefits, and if selected for award,
that it shall not becone so in arrears during the termof the contract.

1.19 Miltiple or Alternate Bids

Multiple or Alternate Bids will not be accepted.

1.20 Assignnent

The contractor is prohibited from subcontracting, assigning, transferring
conveyi ng, subletting, or otherw se disposing of its rights, title or interest
under this agreenment to any other person, conpany or corporation wthout the
previ ous consent and approval in witing by the State.

PART Il - SCOPE OF SERVI CES




2.1 Background | nformation

The Central Collection Unit handl es delinquent accounts referred by the
various State agencies and Col | eges/ Universities. Accounts, which require |ega
action, are referred to the Attorney General's O fice assigned to the Centra
Collection Unit. Wth the approval of the Attorney General's Ofice, suits are
initiated through the Clerk's office in the various District/Circuit Courts in
Maryl and. If the Clerk's office is unsuccessful in serving the sumobnses by
certified mail, the cases are returned to the Central Collection Unit. |If the
address is valid, certified mail is attenpted again. Cccasionally, the Sheriff's
office is used to serve sumonses. |f service is unsuccessful, the cases are
referred to a private process server to effect service. The above is the current
procedure used by the Central Collection Unit. What is needed at this tine is
the services of a contractor to:

a. Serve process on debtors.

Use affidavits in accordance with Rule 3-121b, Evasi on of
Service, Maryland Rules (and Rule 2-122a, Service by Posting
or Publication, Maryland Rul es).

2.2 Scope of the Project - Service of Process

Routi ne Service - The successful bidder should be able to perfect service
of process in accordance with the Maryland Rules, Rule 3-121la.

Evasi on of Service - The successful bidder should be able to comply with
Rul e 3-121b when affidavit for evasion of service is necessary and Rule 2-122a
for service by posting or publication.

Background - Over the last 12 nonths, the Attorney General's Ofice filed
1,600 cases with the Cerks of the District Courts in Maryland and 16 cases with
the Grcuit Courts in Maryland. Qut of this amount, approximtely 60%are served
by the Clerk's office.

The renmi nder, |ess out-of-state accounts, are reissued by the Central Collection
Unit to the private process server (approximately 600/year). The cases are
di spersed t hr oughout Mar yl and in t he foll ow ng per cent ages:

Bal ti nore/ Metropolitan Area-66% DC Suburbs-23% Southern Maryl and-2% Western
Maryl and- 5% Lower Eastern Shore-2% and Upper Eastern Shore-2% O these cases,
the private process server has been approxi mately 60% successful (360/year). The
current fee being paid for service is $24.00.

Accounts referred for service of process may include, but are not limted
to, National Direct Student Loans, school accounts with tuition, fees and fines
State Hi ghway Adm nistration, Departnment of Health and Mental Hygiene State
Hospitals, Injured Wrkers' Insurance Fund, Department of Natural Resources,
Depart ment of Human Resources, etc.

Process service would be needed for individuals and corporations. The
Central Collection Unit will submt a Summons and Conpl ai nt which includes the
debtor's nane and nost recent address. Wenever possible, the Central Collection
Unit will provide a date of birth and place of enmploynent to help perfect
servi ce.



VWen applicable, the successful bidder will be required to provide skip
tracing techniques to acconplish the process of service.
2.3 Bid Price

The Department will not pay for non-est, skip trace, and cancelled request
for service before service is obtained

The bid price submitted on the bid formshall remain firmfor the duration
of the contract.

PART 11 - M N MUM QUALI FI CATI ONS

Bi dders must conplete a M ninmum Qualifications Docunent (Attachnent E) to
verify that the following mninmm qualifications are net. The Procurenent
O ficer, on behalf of the Departnment and in the exercise of his discretion, my
or may not contact one or nore of any cited references, and in addition, may
contact any other reference of his choosing.

3.1 Experi ence

Bi dders nust denonstrate that they have three (3) years m ni mum experience
in the serving of process.

3.2 Ref er ences
Bi dders must provide a mninumof two (2) references of work perforned of

a simlar nature as requested in this IFB

3.3 Scope of Services

Bi dder nust positively reply to the Scope of Services items on the M ni num
Qualifications Docunent (Attachnent E).

PART |V - BI D SUBM SSI ON

4. | Bi d For mat

An original and one copy of the follow ng nust be included in the bidder's
bi d subm ssi on:

a M ni mum Qual i fications Docunment (Attachnent E).

b. Bid Price Form (Attachment D).
Bi d/ Proposal Affidavit (Attachnment B).

(9]

d. A filled-out and signed Contract (Attachnment A).
Bi ds returned without a signed, filled-out
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contract will be deened non-responsive.

e. Contract Affidavit (Attachment C).

PART V - BI D EVALUATI ON AND AVWARD

5.1 Bi d Opening

Bids shall be opened on August 8, 2000 at 1:00 PM at the Central
Coll ection Unit, 300 West Preston Street, Room 503, Baltinore, MD 21201.

Award of the contract will be to the responsive and responsi bl e bidder who
has met the mininmumqualifications outlined in PART 11l of this IFB and subnmits
the | owest ATotal Bid Price@

ATTACHMVENT A

CONTRACT
BETWEEN
STATE OF MARYLAND

DEPARTMENT OF BUDGET AND FI SCAL PLANNI NG -
CENTRAL COLLECTION UNI'T

AND
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THI' S AGREEMENT (the "Agreement"), is made (Note: CCU will conplete the
date) as of the of , 20__ by and between the Maryl and Depart nment
of Budget and Managenent/Central Collection Unit, ("Departnment") and
(the "CONTRACTOR') whose principal address is

The Departnent and the CONTRACTOR do nutually agree as foll ows:

|. Services to be Provided.

(a) Subject to the provisions of this Contract, the Contractor shal
provi de service of process in accordance with the solicitation dated, July 18,
2000, attached as Attachnent F and incorporated by reference herein.

(b) CCUretains the unilateral right to require changes in the scope

of services so long as the changes are within the general scope of work to be
performed hereunder

2. Term of Agreement.

Per f ormance under this Agreenment shall commence on August 25, 2000,
and shall continue through August 24, 2003. At the sole option of the
Departnent, this Agreement nay be extended upon the sane terns and conditions for
two successive, one-year renewal periods.

3. Conpensation and Method of Paynent.

(a) Conpensati on. Contractor shall be conpensated for services
satisfactorily performed at the rate of

(b) Method of Paynent. Paynments to the Contractor shall be nmade no
later than thirty (30) days after Departnent's receipt of a proper invoice from
the Contractor. Charges for |ate paynent of invoices other than as prescribed
by Title |5, Subtitle I, of the State Finance and Procurenent Article, Annotated
Code of Maryland, as fromtine to time amended, are prohibited.

(c) Tax ldentification Nunber. Contractor's Federal Tax
Identification Nunber is . Contractor's Social Security Nunmber is
(I'ndi vi dual Cont ract or Only). Contractor's Feder al Tax

Identification Nunmber or Social Security Nunber shall appear on all invoices

submitted by the Contractor to Departnent for paynent.

4. Procurenment O ficer

The Departnent designates John E. Hand to serve as Procurenent
Oficer for this Agreenent. Al'l contact between the Departnment, and the
Contractor regarding all matters relative to this Agreenent shall be coordi nated
t hrough the Procurenment O ficer.



5. Responsibility of Contractor

The CONTRACTOR shall performthe services with that standard of care,
skill, and diligence normally provided by a Contractor in the performance of
services simlar to the services hereunder.

6. Delays and Extensions of Tine

The Contractor agrees to perform this Agreement continuously and
diligently. No charges or clains for danages shall be nmade by the Contractor for
any del ays or hindrances, regardless of cause, in the perfornmance of services
under this Contract. Tinme extensions may be granted only for excusabl e del ays
that arise from unforeseeabl e causes beyond the control and without the fault or
negl i gence of the Contractor, including but not restricted to, acts of God, acts
of the public eneny, acts of the State in either its sovereign or contractual
capacity, acts of another contractor in the performance of a State contract,
fires, floods, epidenics, quarantine restrictions, strikes, freight enbargoes,
or the delay of a subcontractor or supplier arising from unforeseeabl e causes
beyond the control and without the fault or negligence of either the Contractor
or the subcontractor or supplier.

7. Set-Of

The Departnent may deduct from and set-of f agai nst any anmounts due and
payabl e to the CONTRACTOR any back-charges, penalties, or danmmges sustai ned by
the Departnment, by virtue of any breach of this Contract by the Contractor.
Not hi ng herein shall be construed to relieve the Contractor of liability for
addi tional costs resulting froma failure to satisfactorily performthe services.

8. Dissem nation of Information

The Contractor shall not release any information related to the
services or performance of the services under this Contract nor publish any final
reports or docunents without the prior witten approval of the Departnent. The
Contractor shall keep all records and information received from the State
confidenti al .

9. Integration; Contract Modification

Except for changes in the scope of services governed by Section | (b)
of the Contract, this Contract may not be nodified except by a witten instrunent
executed by both parties and approved as required by State | aw.

0. Nonhiring of State and Departnental Enpl oyees

No enpl oyee of the State of Maryland, or any departnent, comn ssion,



agency, or branch thereof, whose duties as such enpl oyee include matters relating
to or affecting the subject matter of this Contract, shall, while so enpl oyed,
become or be an enployee of the party or parties hereby contracting with said
State of Maryland, or any departnent, comm ssion, agency, or branch thereof.

1. Disputes
Di sputes arising under this Contract shall be governed by Title |5,

Subtitle, 2, of the State Finance and Procurenent Article of the Annotated Code
of Maryland by Subtitle I0 of Title 21 of the Code of Maryland Regul ations.

Pendi ng resolution of any dispute, the Contractor shall proceed with the
performance of this Contract in accordance with the Procurenent Oficer's
i nstructi ons. Unless a lesser period is provided by applicable statute,

regul ations, or the Contract, the Contractor nmust file a witten notice of claim
with the Procurement Officer within 30 days after the basis for the claimis
known or shoul d have been known, whichever is earlier. Contenporaneously with
or within 30 days of the filing of a notice of claim but no |later than the date
of final paynment under the Contract, the Contractor nust submt to the
Procurenent O ficer its witten claimcontaining the information specified in
COWAR 2l .10.04.02.

2. Maryland Governs

This Contract shall be interpreted and enforced according to the | aws
of Maryl and.

I 3. Nondiscrinination in Enpl oynment

The Contractor agrees:

(a) not to discrimnate in any nmanner against an enployee or
applicant for enploynment because of race, color, religion, creed, age, sex,
marital status, national origin, ancestry, or physical or nental handicap
unrelated in nature and extent so as reasonably to preclude the performance of
such enpl oynent;

(b) to include a provision simlar to that contained in subsection
(a), above, in any underlying subcontract except a subcontract for standard
comercial supplies or raw materials; and

(c) to post and to cause subcontractors to post in conspicuous places

avail able to enpl oyees and applicants for enploynent, notices setting forth the
substance of this clause.

4. Contingent Fee Prohibition




The Contractor warrants that it has not enployed or retained any
person, partnership, corporation, or other entity, other than a bona fide
enpl oyee, bona fide agent, bona fide sal esperson, or conmerical selling agency
working for the Contractor, to solicit or secure this Agreenment, and that it has
not paid or agreed to pay any person, partnership, corporation, or other entity,
other than a bona fide enployee, bona fide sal esperson or comercial selling
agency, any fee or other consideration contingent on the nmaking of this
Agr eenent . For breach or violation of this warranty, the Departnment may
termnate this Contract without liability or deduct fromthe Contract price or
consi deration or otherw se recover the full anpbunt of such fee, comission,
per cent age, brokerage fee, gift, or contingency.

5. Term nation

(a) Ternmination for Default - If the Contractor fails to fulfill its
obligations under this Contract or otherwi se violates any provision of this
Contract, the Departnent may termnate this Contract by witten notice to the
Contractor. The notice shall specify the act or omission relied on as cause for
termnation. Al finished or unfinished work products provided by the Contractor
shall becone the property of the Departnent. The Departnent shall pay the the
Contractor fair and equitable conmpensation, based on the Contractor's applicable

Exhibit | rate, for satisfactory performance prior to receipt of notice of
Term nation, |less the amunt of damages caused by the Contractor's breach. |If
the damages are nore than the conpensation payable to the Contractor, the
Contractor wll remain liable after termnation, and the Departnent can
affirmatively collect damages. Term nation hereunder, i ncluding the

determ nation of the rights and obligations of the parties, shall be governed by
the provisions of COVAR 21.07.0l.11B.

(b) Termination of Contract for Convenience - This Contract my be
term nated by the Department, in whole or in part, whenever the Departnent
determines that ternmnation is in the best interest of the State. The Departnent
shal |l pay all reasonable costs associated with this Contract that the Contractor
has incurred up to the date of term nation and all reasonable costs associ ated
with termination of the Contract. However, the Contractor may not be reinbursed
for any anticipatory profits that have not been earned up the date of
term nation. Term nation hereunder, including the determ nation of the rights
and obligations of the parties, shall be governed by the provisions of COVAR
21.07.01.12(A)(2).

I 6. Contingent on Appropriations

This Contract shall be cancelled automatically if the General Assenbly
fails to appropriate funds, or if funds are not otherw se nmade available, for
conti nued performance in any fiscal year succeeding the first fiscal year.
Automatic cancellation is effective at the beginning of the fiscal year for which
funds were not appropriated or otherwi se nmade avail able. Automatic cancellation
under this Article does not affect either the Departnent's rights or the
Contractor's rights under any other termnation clause in this Contract; its
effect is to discharge both the Contractor and the Departnment from future



performance of the Contract, but not fromtheir rights and obligations existing
at the time of termination. Contractor shall be reinbursed for the reasonable
val ue of any nonrecurring costs incurred but not anortized in the price of the
Contract. The Departnent shall notify the Contractor as soon as the Departnent
has know edge that funds nay not be available for the continuation of the
Contract for each succeeding fiscal period beyond the first.

7. Warranties
The Contractor hereby represents and warrants that:

(a) It is qualified to do business in the State of Mryland and that
it will take such action as, fromtinme to time hereafter, may be necessary to
remain so qualified,

(b) It is not in arrears with respect to the paynment of any nonies
due and owi ng the State of Maryland, or any departnent or unit thereof, including
but not Iimted to the paynent of taxes and enpl oyee benefits, and that it shall
not become so in arrears during the termof this Contract;

(c) It shall conmply with all federal, State and local |[aws,
regul ati ons, and ordi nances applicable to its activities and obligations under
this Contract;

(d) It shall obtain, at its expense, all |licenses, pernits,
i nsurance, and governnental approvals, if any, necessary to the performance of
its obligations under this Contract;

(e) It has full right, power, and authority to execute and perform
this Contract; and

(f) It warrants that no franchising or territorial agreenents
prohibit or prevent it fromfully perfornming this Contract.

| 8. Subcontracting and Assi gnment

The Contractor may not assign any interest in this Contract or
subcontract for the perfornmance of any of the Contractor's obligations under this
Contract without the prior witten consent of the Procurenment O ficer.

19. Docunent Retention

The Contractor shall maintain and retain all records and other
docunents relating to this Contract for a period of three years fromthe date of
final paynent under the Contract or any applicable statute of linitations,
whi chever is longer and will nake the docunents available for inspection and
audit by authorized State representatives including the Procurement O ficer or
desi gnee, at all reasonable tines.

20. Indemity and | nsurance




The Contractor shall indemify the State, the Departnment, and the
various departments, agencies, boards, and commissions to which services are
rendered, as well as their respective officers, agents, and enpl oyees, and shal
hold those sanme entities harmess from any liability arising out of the
performance of this Contract, whether or not the injury is caused directly or
indirectly by the Contractor or its enployees, agents, or subcontractors.

21. Suspension of Work

The Procurenment O ficer unilaterally may order the Contractor in
writing to suspend, delay, or interrupt all or any part of the work for such
period of tinme as he may determine to be appropriate for the conveni ence of the
State.

22. Political Contribution D sclosure

The Contractor shall conply with Article 33, ''30-1 through 30-4 of
t he Annot ated Code of Maryland, which requires that every person that enters into
contracts, |eases, or other agreenments with the State, a county, or an
i ncorporated nunicipality, or their agencies, during a calendar year in which the
person receives in the aggregate $1 0,000 or nore, shall file with the State
Admi nistrative Board of Election Laws a statenment disclosing contributions in
excess of $500 mmde during the reporting period to a candidate for elective
office in any primary or general election. The statenent shall be filed with the
State Adninistrative Board of Election Laws: (1) before a purchase or execution
of a lease or contract by the State, a county, an incorporated municipality, or
t heir agencies, and shall cover the preceding two cal endar years; and (2) if the
contribution is made after the execution of a |ease or contract, then twice a
year, throughout the contract termon (a) February 5, to cover the 6-nonth period
endi ng January 31; and (b) August 5, to cover the 6-nonth period ending July 31.

23. Financial Disclosure by Persons Doi ng Busi ness Wth the State

Vendors and customers providing materials, equipnment, supplies or
services to the State of Maryland herewith agree to conply with State Finance and
Procurenent Article, Section 13 - 22| of the Annotated Code of Maryland, which
requires that every business that enters into contracts, |eases or other
agreenents with the State and receives in the aggregate $I 00,000 or nore during
a cal endar year shall, within 30 days of the tine when the $I 00,000 is reached,
file with the Secretary of State a list containing the nanes and addresses of its
resi dent agent, each of its officers, and any individual who is a beneficial
owner of 5 percent or nore of the contracting business.

24. Pre-Existing Regul ati ons

In accordance with the provisions of Section Il-206 of the State
Fi nance and Procurerment Article, Annotated Code of Maryland, as fromtine to tine
anended, the regulations set forth in Title 21 of the Code of Mryland
Regul ations (COMAR 21) in effect on the date of execution of this Contract are
applicable to this Contract.

IN WTNESS WHERECF, the PARTIES have executed this Agreement and have
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caused their respective seals to be affixed hereto on or before the date first

set forth herein.

W TNESS/ ATTEST:

W TNESS:

For The Contractor:

By: ( SEAL)

Name (Typed)

Title

For The Depart nment:

By: ( SEAL)

John E. Hand

Name

Admi ni strator

Title

Approved for Legal Sufficiency:

Assi stant Attorney GCeneral

Attachnents: At t achnment
At t achnment
At t achnment
At t achnment

At t achnent :

moow

Bi d/ Proposal Affidavit

Contract Affidavit

Bid Price Form

M ni mum Qual i fi cati ons Docunent
Invitati on For Bids

ATTACHVENT B



Bl D/ PROPOSAL AFFI DAVI T

A. AUTHORI ZED REPRESENTATI VE

| HEREBY AFFI RM THAT:

| amthe [title]

and the duly authorized representative of [business]

and that | possess the legal authority to make this Affidavit on behalf of nyself and
the business for which | am acti ng.

B. AFFI RVATI ON REGARDI NG BRI BERY CONVI CTI ONS

| FURTHER AFFI RM THAT:

Neither |, nor to the best of my know edge, information, and belief, the above
business (as is defined in Section 16-101(b) of the State Finance and Procurenent
Article of the Annotated Code of Maryland), or any of its officers, directors,
partners, or any of its enployees directly involved in obtaining or performng
contracts with public bodies (as is defined in Section 16-101(f) of the State Finance
and Procurenment Article of the Annotated Code of Maryland), has been convicted of,
or has had probation before judgnent inposed pursuant to Article 27, Section 641 of
the Annotated Code of Maryland, or has pleaded nolo contendere to a charge of,
bri bery, attenpted bribery, or conspiracy to bribe in violation of Maryland | aw, or
of the Iaw of any other state or federal |aw, except as follows [indicate the reasons
why the affirmati on cannot be given and |ist any conviction, plea, or inposition of
probation before judgnent with the date, court, official or adnministrative body, the
sentence or disposition, the nane(s) of person(s) involved, and their current
positions and responsibilities with the business]:

C. AFFI RVATI ON REGARDI NG OTHER CONVI CT1 ONS

| FURTHER AFFI RM THAT:



Neither |, nor to the best of ny know edge, information, and belief, the above
busi ness, or any of its officers, directors, partners, or any of its enployees
directly involved in obtaining or perform ng contracts with public bodies, has:

(a) been convicted under state or federal statute of a crimnal offense
incident to obtaining, attenpting to obtain, or performng a public or private
contract, fraud, enbezzlenment, theft, forgery, falsification or destruction of
records, or receiving stolen property;

(b) been convicted of any criminal violation of a state or federal
antitrust statute;

(c) been convicted under the provisions of Title 18 of the United States
Code for violation of the Racketeer Influenced and Corrupt Organization Act, 18 U S.C
"' 1961, et seq., or the Mail Fraud Act, 18 U.S.C. '' 1341, et seq., for acts arising
out of the subm ssion of bids or proposals for a public or private contract;

(d) been convicted of a violation of the State Mnority Business Enterprise
Law, Section 14-308 of the State Finance and Procurenent Article of the Annotated Code
of Maryl and;

(e) been convicted of conspiracy to comrt any act or om ssion that would
constitute grounds for conviction or liability under any | aw or statute described in
subsection (a), (b), (c), or (d) above;

(f) been found civilly liable under a state or federal antitrust statute
for acts or om ssions in connection with the subnission of bids or proposals for a
public or private contract;

(g) admitted in witing or under oath, during the course of an official
i nvestigation or other proceeding, acts or onissions that would constitute grounds
for conviction or liability under any |law or statute described above, except as
follows [indicate reasons why the affirmation cannot be given, and list any
conviction, plea, or inposition of probation before judgnent with the date, court,
official or admnistrative body, the sentence or disposition, the nane(s) of the
person(s) involved and their current positions and responsibilities with the business,
and the status of any debarnent]:

D. AFFI RVATI ON REGARDI NG DEBARMENT

| FURTHER AFFI RM THAT:

Neither |, nor to the best of my know edge, infornmation, and belief, the above
busi ness, or any of its officers, directors, partners, or any of its enployees
directly involved in obtaining or performng contracts with public bodies, has ever
been suspended or debarred (including being issued a |limted denial of participation)
by any public entity, except as follows [|Iist each debarnment or suspension providing



the dates of the suspension or debarnent, the nane of the public entity and the status
of the proceedings, the nane(s) of the person(s) involved and their current positions
and responsibilities with the business, the grounds for the debarnent or suspension
and the details of each person's involvenent in any activity that fornmed the grounds
for the debarment or suspension]:

E. AFFI RVATI ON REGARDI NG DEBARMENT OF RELATED ENTI TI ES

| FURTHER AFFI RM THAT:

1. The business was not established and it does not operate in a manner
designed to evade the application of or defeat the purpose of debarnent pursuant to
Sections 16-101, et seq., of the State Finance and Procurement Article of the
Annot at ed Code of Maryl and; and

2. The business is not a successor, assignee, subsidiary, or affiliate of a
suspended or debarred business, except as follows [indicate the reason(s) why the
affirmati ons cannot be given without qualification]:




F.  SUB- CONTRACT AFFI RVATI ON

| FURTHER AFFI RM THAT:

Neither |, nor to the best of my know edge, information, and belief, the above
busi ness, has knowingly entered into a contract with a public body under which a
person debarred or suspended under Title 16 of the State Finance and Procurenent
Article of the Annotated Code of Maryland will provide, directly or indirectly,
supplies, services, architectural services, construction related services, |eases of
real property, or construction.

G AFFI RVATI ON REGARDI NG COLLUSI ON

| FURTHER AFFI RM THAT:

Neither |, nor to the best of my know edge, infornmation, and belief, the above
busi ness has:

1. Agreed, conspired, connived, or colluded to produce a deceptive show or
conpetition in the conpilation of the acconpanying bid or offer that is being
submi tted;

2. In any manner, directly or indirectly, entered into any agreenent of any
kind to fix the bid price or price proposal of the bidder or offeror or of any
conpetitor, or otherwi se taken any action in restraint of free conpetitive bidding
in connection with the contract for which the acconpanying bid or offer is submitted.

H  FI NANCI AL DI SCLOSURE AFFI RVATI ON

| FURTHER AFFI RM THAT:

I am aware of, and the above business will conply with, the provisions of Section 13-
221 of the State Finance and Procurenment Article of the Annotated Code of Maryl and,
which require that every business that enters into contracts, |eases, or other
agreenents with the State of Maryland or its agencies during a cal endar year under
whi ch the business is to receive in the aggregate $100,000 or nore shall, wthin 30
days of the tine when the aggregate value of the contracts, |eases, or other

agreements reaches $100,000, file with the Secretary of State of Mryland certain
specified information to include disclosure of beneficial ownership of the business.

I.  POLITICAL CONTRI BUTI ON DI SCLOSURE AFFI RVATI ON

| FURTHER AFFI RM THAT:
| am aware of, and the above business will conply with the provisions of Article 33,

Sections 30-1 through 30-4 of the Annotated Code of Maryland, which require that every
person that enters into contracts, |eases, or other agreenents with the State of
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Maryl and, including its agencies or a political subdivision of the State, during a
cal endar year under which the person receives in the aggregate $10,000 or nore shall
on or before February 1 of the following year, file with the Secretary of State of
Maryl and certain specified information to include disclosure of political
contributions in excess of $100 to a candidate for elective office in any prinmary or
general el ection.

J. DRUG AND ALCOHCL FREE WORKPLACE

(Applicable to all contracts unless the contract is for a | aw enforcenent agency and
t he agency head or the agency head's desi gnee has determ ned that application of COVAR
21.11.08 and this certification would be inappropriate in connection with the |aw
enforcenent agency's undercover operations.)

| CERTIFY THAT:

1. Terns defined in COMAR 21.11.08 shall have the sane neani ng when used in
this certification.

2. By subnission of its bid or offer, the business, if other than an
i ndi vidual, certifies and agrees that, with respect to its enployees to be enpl oyed
under a contract resulting fromthis solicitation, the business shall

(a) Mintain a workplace free of drug and al cohol abuse during the term
of the contract;

(b) Publish a statement notifying its enployees that the unlawful
manuf acture, distribution, dispensing, possession, or use of drugs, and the abuse of
drugs or alcohol is prohibited in the business' workplace and specifying the actions
that will be taken agai nst enployees for violation of these prohibitions;

(c) Prohibit its enployees from working under the influence of drugs or
al cohol

(d) Not hire or assign to work on the contract anyone whom the business
knows, or in the exercise of due diligence should know, currently abuses drugs or
al cohol and is not actively engaged in a bona fide drug or al cohol abuse assistance
or rehabilitation program

(e) Pronptly informthe appropriate |aw enforcenent agency of every drug-
related crime that occurs in its workplace if the business has observed the violation
or otherwi se has reliable information that a violation has occurred;

() Est abli sh drug and al cohol abuse awareness prograns to informits
enpl oyees about:

(i) The dangers of drug and al cohol abuse in the workpl ace;
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(ii) The business' policy of maintaining a drug and al cohol free
wor kpl ace;

(iii) Any available drug and al cohol counseling, rehabilitation, and
enpl oyee assi stance prograns; and

(iv) The penalties that nmay be inposed upon enployees who abuse
drugs and al cohol in the workpl ace;

(9) Program al | enpl oyees engaged in the performance of the contract with
a copy of the statenment required by ' 2(b), above;

(h) Notify its enployees in the statenment required by ' 2(b), above, that
as a condition of continued enploynent on the contract, the enployee shall:

(i) Abi de by the terns of the statenent; and

(ii) Notify the enployer of any crimnal drug or alcohol abuse
conviction for an offense occurring in the workplace not later than 5 days after a
convi cti on;

(i) Notify the procurenent officer within 10 days after receiving notice
under ' 2(h)(ii), above, or otherw se receiving actual notice of a conviction

(j) Wthin 30 days after receiving notice under ' 2(h)(ii), above, or
ot herwi se receiving actual notice of a conviction, inpose either of the follow ng
sanctions or renedial neasures on any enpl oyee who is convicted of a drug or al coho
abuse offense occurring in the workpl ace;

(i) Take appropriate personnel action against an enployee, up to
and including termination; or

(ii) Require an enployee to satisfactorily participate in a bona
fide drug or al cohol abuse assistance or rehabilitation program and

(k) Make a good faith effort to maintain a drug and al cohol free workpl ace
through inplenmentation of ' 2(a)-(j), above.

3. If the business is an individual, the individual shall certify and agree as
set forth in ' 4, below, that the individual shall not engage in the unlawf ul
manuf acture, distribution, dispensing, possession, or use of drugs or the abuse of
drugs or alcohol in the performance of the contract.



4. I acknow edge and agree that:

(a) The award of the contract is conditional upon conpliance with COVAR
21.11.08 and this certification

(b) The wviolation of the provisions of, COVAR 21.11.08 or this
certification shall be cause to suspend paynents under, or term nate the contract for
default under, COMAR 21.07.01.11 or 21.07.03.15, as applicable; and

(c) The violation of the provisions of COVAR 21.11.08 or this
certification in connection with the contract may, in the exercise of the discretion
of the Board of Public Wrks, result in suspension and debarnment of the business under
COVAR 21. 08. 06.

K. CERTI FI CATI ON OF CORPORATI ON REG STRATI ON AND TAX PAYMENT

| FURTHER AFFI RM THAT:

1. The busi ness nanmed above is a (donmestic ) (foreign ) corporation
registered in accordance with the Corporations and Associations Article, Annotated
Code of Maryland, and that it is in good standing and has filed all of its annua
reports, together with filing fees, with the Maryland State Departnent of Assessnents
and Taxation, and that the nane and address of its resident agent filed with the State
Depart ment of Assessnents and Taxation is:

Nane:

Addr ess:

[If not applicable, so state].

2. Except as validly contested, the business has paid, or has arranged for
paynent of, all taxes due the State of Maryland and has filed all required returns
and reports with the Conptroller of the Treasury, the State Departnent of Assessnents
and Taxation, and the DLLR - Unenpl oyment Insurance Division, as applicable and wll
have paid all wi thholding taxes due the State of Maryland prior to final settlenent.

L. CONTI NGENT FEES

| FURTHER AFFI RM THAT:

The contractor, architect, or engineer warrants that it has not enployed or retained
any person, partnership, corporation, or other entity, other than a bona fide
enpl oyee, bona fide agent, bona fide sal esperson, or conmercial selling agency worKking
for the contractor, architect, or engineer, to solicit or secure this agreenent, and
that it has not paid or agreed to pay any person, partnership, corporation, or other
entity, other than a bona fide enpl oyee, bona fide sal esperson, or commercial selling
agency, any fee or other consideration contingent on the nmeking of this agreenent.



M ACKNOW.EDGEMENT

| ACKNOW.EDGE THAT this Affidavit is to be furnished to the Procurenent O ficer and
may be distributed to units of (1) the State of Mryland; (2) counties or other
subdi visions of the State of Maryland; (3) other states; and (4) the federal
governnent. | further acknow edge that this Affidavit is subject to applicable |aws
of the United States and the State of Maryland, both crimnal and civil, and that
nothing in this Affidavit or any contract resulting fromthe submni ssion of this bid
or proposal shall be construed to supersede, anmend, nodify, or waive, on behalf of
the State of Maryland or any unit of the State of Maryland having jurisdiction, the
exerci se of any statutory right or renmedy conferred by the Constitution and the | aws
of Maryland with respect to any msrepresentation made or any violation of the
obligations, ternms, and covenants undertaken by the above business with respect to
(1) this Affidavit, (2) the contract, and (3) other Affidavits conprising part of the
contract.

| DO SOLEWNLY DECLARE AND AFFIRM UNDER THE PENALTIES OF PERJURY THAT THE
CONTENTS OF THIS AFFIDAVIT ARE TRUE AND CORRECT TO THE BEST OF MY KNOWLEDGE,
I NFORMATI ON, AND BELI EF.

Dat e: By:

(Aut hori zed Representative
and Affiant)



ATTACHMENT C

COMAR 21.07.01.25
CONTRACT AFFIDAVIT

A. AUTHORIZED REPRESENTATIVE

| HEREBY AFFIRM THAT:

| amthe
and the duly authorized representative of

(business)
and that | possess the legal authority to make this Affidavit on behalf of myself and the business for

which | am acting.

B. CERTIFICATION OF CORPORATION REGISTRATION AND TAX PAYMENT

| FURTHER AFFIRM THAT:

(1) The business named aboveisa(domestic ) (foreign ) corporation registered in
accordance with Corporations and Associations Article, Annotated Code of Maryland, and that it isin good standing
and hasfiled all of itsannual reports, together with filing fees, with the Maryland State Department of Assessments and
Taxation, and that the name and address of its resident agent filed with the State Department of Assessments and
Taxationis:

Name: Address:

(2) Except asvalidly contested, the business has paid, or has arranged for payment of, all taxes due the State of
Maryland and has filed all required returns and reports with Comptroller of the Treasury, the State Department of
Assessments and Taxation, and the Unemployment Insurance Administration, as applicable, and will have paid all
withholding taxes due the State of Maryland prior to final settlement.

C. CERTAIN AFFIRMATIONSVALID

| FURTHER AFFIRM THAT:

Tothe best of my knowledge, information, and belief, each of the affirmations, certifications, or acknowledgments
contained in that certain Bid/Proposal affidavit dated , 20__, and executed by mefor the purposed of
obtaining the contract to which this Exhibit is attached remains true and correct in al respects asif made as of the date
of this Contract Affidavit and asif fully set forth herein.

| DO SOLEMNLY DECLARE AND AFFIRM UNDER THE PENALTIES OF PERJURY THAT THE CONTENTS
OF THISAFFIDAVIT ARE TRUE AND CORRECT TO THEBEST OF MY KNOWLEDGE, INFORMATION, AND BELIEF.
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DATE: BY:
Signature

(Authorized Representative and Affidavit)

ATTACHVENT D

Bl D PRI CE FORM

State of Maryl and

Department of Budget and Managenent
Central Collection Unit

300 West Preston Street, Room 503
Balti nore, NMD 21201

We hereby submt our bid to provide service of process to
t he Departnent of Budget and Managenent/Central Collection Unit.

Havi ng carefully exam ned the Alnvitation For Bids@for the
subj ect project and having received clarification on all itens
upon whi ch any doubt arose, the undersigned proposes to furnish
service of process at the following unit rate.

THREE YEAR RATE (8/25/00 - 8/24/03)

x 1,800 Cases = TOTAL BI D PRI CE

The undersigned certifies that the Bidder is ( ) is not ( ) a
certified MBE. |f Bidder is certified, its Maryland Depart nment



of Transportation MBE Certification Number is

DATE: BY:
TI TLE:
B (Owner, Partner or
O ficer)
FI RM

ATTACHVENT E

M NI MUM QUALI FI CATI ONS DOCUNMENT
(Attachnents Can Be | ncl uded)

| MPORTANT NOTE: ALL (4) | TEMS MJUST BE ANSWERED

Contractor (Include Nane, Address, and Tel ephone Nunber)

1. Experience (Detail years of experience in the serving of process.)




2. Ref erences (List two and include contract person and tel ephone nunber.)

3. Routine Service (State routine service efforts that will be taken.)




4.

Evasi on of Service (Acknow edge understanding Rule 3-121b and

Rul e 2-122a requirenents.)







